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Editing Email Templates

Last Modified on 06/29/2026 4:51 pm EDT

This guide explains the logic for email templates. It is intended for system
administrators.

Email templates (https://aace6.knowledgeowl.com/help/working-with-email-template-preferences) aF € Sta ndardized

boilerplate text you configure for various emails sent from aACE. This saves users time
composing emails and also ensures a common voice and style throughout the organization.
You can access email templates by navigating from aACE Main Menu > System Admin >
Email Integration > Email Templates.

When you email documents directly from an aACE module, the resulting email text is
populated by the assigned email template. Different documents can be sent from aACE
modules:

e Estimate or Quote

e Order

e Sales Order Invoice

e Invoice

e Customer Statement

e Receipt Notification

e Packing List

e Purchase Order

e Requests for Quotes (RFQs)
e Vendor Follow-Up

e Purchase Acknowledgment
e Remittance Advice

e Commission Statement

You are able to edit email templates for your aACE system, but the process can be difficult
for users. To create new email templates, contact your aACE Support Representative.

Note that images are not supported in email templates.

Understanding Preferences for Email Templates

Each email template has a few preferences you can enable depending on your business
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workflows:

e Openin Email App — When a user selects an email action that would usually open the

aACE Email Composer, aACE will open the default email app on the user workstation

instead.

e Bcc Self — The user will receive a copy of the email they send in aACE for their own

records.

aACE does not automatically copy the user when they send an email. The Bcc Self

preference is beneficial for testing the email template initially but can also be used in

other situations.

e Exclude Signature — The email body does not include a signature.

®
4 Record: 4 of 16

Email Templates

Email Template: Estimate or Quote

T Type mbject
\/

mme Fields
\—/

Email Header

From:

Reply-To:

To:

cc:

BCC:

Office Variants

B office

¢  Email Template Rec ID EMAILTMPLT60003

Understanding the Email Header Logic

<<{!EstimateOrQuote}>> #<<{!LeadID}>> from <<{!LeadOfficeName}>>

Ready

Edit Body, HTML version
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<<{Salutation}>>
<<{!EstimateOrQuote} >><<#{!LeadID} >><<{Title} >><<{CustomerPO} >>is attached.

Please do not hesitate to reach out with any questions.

BTML Body | Text Body = ADI - HTML Body @ ADI - Text Body | HTML Body CODE | ADI - Body CODE

LeadID

LeadTitle
BillToCompanyName
BillToCustomerPO
EstimateOrQuote
CustomerPO
LeadOfficeName
LeadOfficeEmail
LeadOfficeEmailDomain
Title
ContactNameSalutation
ContactNamelLast
ContactNameFirst
ContactNameFullFL
Salutation

TeamMemberNameFirst
TeamMemberNameMiddlelnitial
TeamMemberNameLast
TeamMemberNameFullFL
TeamMemberlnitials
TeamMemberTitle
TeamMemberPhoneDirect
TeamMemberPhoneMobile
TeamMemberPhoneOffice
TeamMemberPhoneOfficeExt
TeamMemberPhonePrimary
TeamMemberPhonePrimaryType
TeamMemberFax
TeamMemberEmail

OfficeName

OfficeAbbr

OfficeAddrTitle
OfficeAddrStreet

OFfirobAdrCin

The Email Header section is used to enter details relating to the email delivery.

Populating the From and Reply-To Fields

When entering a From email address, the most important part of the email address is the

domain, which is information after the at sign (@). The email address you enter does not

need to be an existing email address. For example, you can enter
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AP@customer.aACEsoft.email o for your remittance advice template without creating a new
email address. If you populate the From field with a custom email without populating the
Reply-To field, aACE uses the From email address as the Reply-To email address.

The From and Reply-To fields only allow a single value for each field. Values entered at the
email template are prioritized over default values. If a change to a email template's default
logicis required for these settings, contact your aACE Support Representative.

Empty From and Reply-To Fields

If the From and Reply-To fields are empty within the email template, aACE looks to the
following places in order and uses the first usable value:

1. Team member Email field — Uses the current user's team member email address as-is.
From the Main Menu, go to Internal> Team Members, then locate the team member

record.
‘ [ ION Team Members a'
& = & Record: 13053 Newsdk Edit#* Deleted Print/3 Actions A
Team Member: Jamie Gianelli (JG) ACTIVE @
Member Details Human Resources Notices Tasks [% Emails B4 Docs @
‘General Info Time / Expenses +
Photo Title Timesheet Approver > Expense Approver >
Sales Representative Pete McNeil Denise James
Type Start Date End Date Do nat create timesheets on:
Employee 01/31/01 Monday Tuesday Wednesday Thursday Friday + Saturday + Sunday
Contact Info Timesheet Line Item Codes
Email SMs Code Notes Default
jamie.gianelli@aacme.com 4 5553794074@vtext.com (-] -
O Ext Primary
(555) 418-9777 41 Direct
Direct Phone Maobile Phone
(555) 608-4783 (555) 379-4074
Best Way to Reach
Office Info
Office > Department Supervisor >
aACME Education Solutions, aACME, Inc. Pete McNeil -
# Notices Forwarded To Q

2. Office Email Format field domain — Uses the domain of the email format specified at
the office record, then adds aACE as the sub-domain. For example, the format is

aACE@<domain>. From the Main Menu, go to Internal > Offices, then locate the office
record.
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Offices

New e

Edit# Delete X

Printis  Actions &'

Office: aACME Education Solutions, Inc. (AI) ACTIVE @
_,W\ Setup Notices Tasks [% Emails R Docs &

Office Info @ Payment Address @ Sync with Office [/] Contact Info

Address Title {(Company Name) Payment Title (Company Name) Phone Alt Phone

AACME Education Solutions, Inc. BAACME Education Solutions, Inc. (555) 418-9777

Address Address Fax Phone / Fax Format

1238 Broadway 1238 Broadway (555) 418-9778 (###) #H#u-d#8#

Email
info@aacme.com [

City State / Prov Postal Code City State / Prov Postal Code ‘Web Address

New York NY 11221 New York NY 11221 2

Country Postal Format Country Postal Format Email Format (using "John Q Public") @

United States American United States American john.public@aacme.com

’m Team Members (54) Inventory Bins (27)

Department Name Abbr Type Start Time End Time Business Unit # Traffic Manager Default Job Status

aACME, Inc. A+ A OFFICE 9:00 AM 5.00 PM 1 @~

Accounts Payable A AI-AP AP 9:00 AM 5:00 PM 1 > Denise James . x

Accounts Receivable A& AI-AR AR 9:00 AM 5:00 PM 1 > Alexis Kohn [ ]

Development # Al-Dev 9:00 AM 5:00 PM 1 [ ]

Fulfillment o AI-FFMT FFMT 9:00 AM 5.00 PM 1 > Ned Walker [ B

Quality Assurance o Al-QA 9:00 AM 5:00 PM 1 > Allen Wright [ B

Sales # Al-Sales SALES 9:00 AM 5:00 PM 1 > Jamie Gianelli [ B

Shipping  Al-Shipping SHIPPING 9:00 AM 5:00 PM 1 > Kristie Hernandez [ I

3. Office Email field — Uses the email listed in the office record. From the Main Menu, éo

to Internal > Offices, then locate the office record.

r.o.
LN

Offices

5
°)

Edit # Delete 3

Print@  Actions A

Office: aACME Education Solutions, Inc. (AI) ACTIVE @
W Setup Notices Tasks (% Emails Sd Docs @

Office Info @ Payment Address Q Sync with Office [+ Contact Info

Address Title (Company Name) Payment Title (Company Name) Phone Alt Phone

aACME Education Solutions, Inc. aACME Education Solutions, Inc. (555) 418-9777

Address Address Fax Phone / Fax Format

1238 Broadway 1238 Broadway (555) 418-9778 (##4) ##4-RH4H

Email
info@aacme.com 1]

City State / Prov Postal Code City State / Prov Postal Code

New York NY 11221 New York NY 11221 WWW.aacme.com 2

Country Postal Format Country Postal Format Email Format (using "John Q Public”) @

United States American United States American john.public@aacme.com

’m‘ Team Members (54) Inventory Bins (27)

Department Name Abbr Type Start Time End Time Business Unit # Traffic Manager Default Job Status

aACME, Inc. # A OFFICE 9:00 AM 5:00 PM 1 @ ~-

Accounts Payable & A-AP AP 9:00 AM 5:00 PM 1 > Denise James . x

Accounts Receivable # A-AR AR 9:00 AM 5:00 PM 1 > Alexis Kohn . bl

Development # Al-Dev 9:00 AM 5.00 PM 1 [ I

Fulfiliment A AI-FFMT FFMT 9:00 AM 5:00 PM 1 > Ned Walker @ 7

Quality Assurance # AI-QA 9:00 AM 5:00 PM 1 > Allen Wright [ )

Sales # Al-Sales SALES 9:00 AM 5:00 PM 1 > Jamie Gianelli [ )

Shipping A Al-Shipping SHIPPING 9:00 AM 5:00 PM 1 > Kristie Hernandez [ ]

4. Office website domain — Uses the bare, validated host of the office website address.

aACE strips the protocol and "www.", then takes the website domain up until the first

of the following symbols: / ? # .. If validated, aACE builds an email domain similarly to

the office email format process. From the Main Menu, go to Internal > Offices, then

locate the office record.
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Offices

Edit# Delete X

Printis  Actions &'

Office: aACME Education Solutions, Inc. (AI) ACTIVE @
_,W\ Setup Notices Tasks [% Emails R Docs &

Office Info @ Payment Address @ Sync with Office [/] Contact Info

Address Title {(Company Name) Payment Title {(Company Name) Phone Alt Phone

aACME Education Solutions, Inc. aACME Education Selutions, Inc. (555) 418-9777

Address Address Fax Phone / Fax Format

1238 Broadway 1238 Broadway (555) 418-9778 (###) #H#u-d#8#

Email
i [

City State / Prov Postal Code City State / Prov Postal Code ‘Web Address

New York NY 11221 New York NY 11221 WWW.aacme.com 2

Country Postal Format Country Postal Format -Fewmattng "John Q Public”) @

United States American United States American john.public@aacme.com

’m Team Members (54) Inventory Bins (27)

Department Name Abbr Type Start Time End Time Business Unit # Traffic Manager Default Job Status

aACME, Inc. A+ A OFFICE 9:00 AM 5.00 PM 1 @~

Accounts Payable A AI-AP AP 9:00 AM 5:00 PM 1 > Denise James . x

Accounts Receivable A& AI-AR AR 9:00 AM 5:00 PM 1 > Alexis Kohn [ ]

Development # Al-Dev 9:00 AM 5:00 PM 1 [ ]

Fulfiliment o AI-FFMT FFMT 9:00 AM 5.00 PM 1 > Ned Walker [ B

Quality Assurance o Al-QA 9:00 AM 5:00 PM 1 > Allen Wright [ B

Sales # Al-Sales SALES 9:00 AM 5:00 PM 1 > Jamie Gianelli . bl

Shipping  Al-Shipping SHIPPING 9:00 AM 5:00 PM 1 > Kristie Hernandez [ )

5. aACE system email address — Uses the email address listed in the Email Integration "
module. From the Main Menu, go to System Admin > Email Integration.

Xy
Email Integration
General Settings
Mailgun
Email Data
Email Templates

Signature Templates

General Settings

aACE Email Integration

Email Setup

Enable Incoming Email

Web Service URL

aaceservices.net/awss_alpha/webservice

aACE License Key

System Email Address

Exclude Email Addresses

Block emails from senders or domains e.g. @exampie.com

Attach emails to companies, contacts, and team members by address.
Attach contact emails to company record.

Outgoing Email Setup

Enable Outgoing Email [v/|

Notice Setup for Delivery Failure (Name or ID)

Email Not Delivered

/| BCC aACE on outgoing emails.
‘CC aACE on outgoing emails.

Email Templates

| Exclude Signatures When

Opening in Email App.

aACE@test.aacesoft.email
Email Drafts @
Webhooks Log R R
Data Disable Expired Log Purge
Build Config
System Next Expired Log Purge: 7/14/2026
Request Log
Test Mode Settings Enable Test Mode
Test Email In Test Mode, all el address
Test SMS Email In Test Mode, alf texts are sent to this SMS email
Export Settings

Estimate or Quote
Estimate or Quote
Invoice

Invoice

Packing List

Packing List

Purchase Order

Purchase Order
Purchase Acknowledgment

Purchase

Order

Order

Customer Statement
Customer Statement

RFQ
RFQ

Remittance Advice
Remittance Advice

Sales Order Invoice
Sales Order Invoice
Regeipt Notification
Receipt Notification

Vendor Follow-Up
Vender Follow-Up

Version: 6.0023

Commission Statement

Commission Statement

Similarly, automated emails sent by the server will use the system email address

https://aace6 knowledgeowl.com/help/setting-up-the-aace-email-integration) if these fields are empty within the email

template. When email automation is enabled, we recommend populating the From and
Reply-To fields with the appropriate email addresses to prevent the system email address

from being used.
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Populating the To, CC, and BCC Fields

The To, CC, and BCC fields are active values and have underlying default logic
https://aaceé.knowledgeowl.com/help/understanding-data-sources-for-email-templates#aace-data-sources-for-to-and-cc-fields). Ifthese

values are populated through merge fields or manually entered values, the changes are
treated as additions to the default logic. For example, if a user adds an email address to the
CC field while drafting an email, this email address will be added to the email alongside the
email template's defined CC email addresses if applicable.

Additionally, the To, CC, and BCC fields allow many values. The aACE system adds both
email template and default values to the email.

Understanding Merge Tags for the Email Upgrade

By using merge tags, you can edit your email templates to use information provided on other
aACE records. Merge tags can be used in any part of your email template. For example, to
automatically provide your team member name in the email, you can use the
TeamMemberNameFirst merge tag in the email body. aACE populates the user's first name
based on their team member record.

aACE provides a list of available merge fields for each email template. If you need a merge
tag that is unavailable, contact your aACE Support Representative.

) Email Templates a

°
4 Record: 10f 16

Email Template: Remittance Advice

Ta Type Open in Email App Subject Exclude Signature Merge Fields

Remittance Advice # < <{!DisbursementID}>> from <<{!DisbursementOfficeName}>> lame
DisbursementOfficeEmail
DisbursementOfficeEmailDomain
Email Header BecSelf ¥/ | HTML Body | Text Body | ADI - HTML Body | ADI - Text Body | HTML Body CODE | ADI - Body CODE | & g;:gﬁzm::g’am
Edi Body. HTHE vession DisbursementAmount
From: 2} PaymentMethod
B I U =T A- 8- Default Font 4 - size + BankAccountLastFour
- DeliveryNotes
Reply-To: DeliveryNotesHTML
W ® @ X ContactNameSalutation
ContactNameFirst

ContactNameLast
To: End-User Message ContactNameFullFL

Salutation

<<{Salutation}>> TeamMemberNameFirst
Please be advised that <<{!PaymentMethod}>> for <<{!DisbursementAmount}>><< %msmm:xiﬂ‘f'em‘“a'
cc {IDeliveryNotes}>> TeamMemberNameFullFL
TeamMemberlInitials
TeamMemberTitle
TeamMemberPhoneDirect
TeamMemberPhoneMobile
TeamMemberPhoneOffice
TeamMemberPhoneOfficeExt
TeamMemberPhonePrimary
TeamMemberPhonePrimaryType
Office Variants TeamMemberFax
TeamMemberEmail
6 office OfficeName
~ OfficeAbbr

OfficeAddrTitle

OfficeAddrStreet

OFfirabrddrCin

Do not hesitate to reach out with any questions.

Ready

¢  Email Template Rec ID EMAILTMPLT60000
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Merge tag conventions for the body and the header are the same. However, merge tags vary
depending on the version of the aACE Email Integration your system has. When updating
your merge tags, you must add the merge tag content to both the Text Body and HTML
Body.

Using Merge Tags for the Email Upgrade

Body merge fields have two types of tag formatting: <<{MergeTag}>> and
<<{IRequiredMergeTag}>>. There is also one type of header merge tag.

Subject and Body Merge Tags

General Merge Tag Formatting

Using the general <<{MergeTag}>> formatting indicates to aACE the value is not required. If
the value is not found when aACE populates the email, the system will create the email draft
with no value for the tag. The email will be sent normally. The email can also be sent
automatically without the value being populated.

Required Merge Tag Formatting

Using the <<{!RequiredMergeTag}>> formatting indicates to aACE the value is required. If
the value is not found when aACE populates the email, the system will display an error. The
email will not be sent, and the user must make edits before sending the email. The email also
cannot be sent automatically without the value being populated.

Refreshing HTML

Occasionally, the email template HTML does not load properly. You can select the Refresh
icon (<) toreload the HTML.

Powered by aACE | 7



aACE Software

& Record: 9of 16

Email Templates

Email Template: Receipt Notification

[ Emaii Tempiate |

Template Type Open in Email App

X

Merge Fields

Email Header

Receipt Notification #<<{!ReceiptID}>> from <<{!ReceiptOfficeName}>>

Bec Self v HTML Body | Text Body ADI- HTML Body = ADI - Text Body

BCC:

Office Variants

(7]

End-User Message

Office

#  Email Template Rec 1D EMAILTMPLT60009

Understanding Office Variant Templates

Failed to load template.

Please click the refresh icon in the top right.

HTML Body CODE | ADI - Body CODE <

ReceiptOfficeName
ReceiptOfficeEmail
ReceiptOfficeEmailDomain

TeamMemberNamefFirst
TeamMemberNameMiddlelnitial
TeamMemberNameLast
TeamMemberNameFullFL
TeamMemberInitials
TeamMemberTitle
TeamMemberPhoneDirect
TeamMemberPhoneMobile

TeamMemberPhonePrimary
TeamMemberPhonePrimaryType
TeamMemberfFax
TeamMemberEmail

OfficeEmailDomain
N#frasiilBAdrace

Email templates can have office-specific variations. To create an office variant for the

template, from the Main Menu go to System Admin > Email Integration > Email Templates.

Locate the email template you need, then select the Add icon ( +] ) in the Office Variants

section > Create.

Powered by aACE | 8



aACE Software

Qe Email Templates a8

& Record: 10f 16

Email Template: Remittance Advice

Template Type Open in Email App Subject Exclude Signature Merge Fields

Remittance Advice #<<{!DisbursementID}>> from <<{!DisbursementOfficeName}>> DisbursementOfficeName
DisbursementOfficeEmail
DisbursementOfficeEmailDomain
DisbursementID
i Gy, HTPRL e DisbursementDate

. _ DisbursementAmount
From: L] PaymentMethod

x A~ B~ Default Font - + : = BankAccountLastFour
- DeliveryNotes
Reply-To: DeliveryNotesHTML
" ® @ w ContactNameSalutation

Email Header Boc Self || Text Body = ADI - HTML Body | ADI - Text Body | HTML Body CODE | ADI - Body CODE | <

-

ContactNameFirst
ContactNamelast
Ta: End-User Message ContactNameFullFL
Salutation
TeamMemberNameFirst
TeamMemberNameMiddleInitial

<<{Salutation}>>

Please be advised that <<{!PaymentMethod}>> for <<{!DisbursementAmount}>><< TeamMemberNamelast
cc: {!DeliveryNotes)}>> TeamMemberNameFulIFL
TeamMemberInitials

TeamMemberTitle
TeamMemberPhoneDirect
TeamMemberPhaneMobile
TeamMemberPhoneOffice
TeamMemberPhaneOfficeExt
TeamMemberPhonePrimary
TeamMemberPhonePrimaryType

riants TeamMemberFax
TeamMemberEmail
3 office OfficeName
OfficeAbbr

OfficeAddrTitle
OfficeAddrStreet
FfirabAdrCin

Do not hesitate to reach out with any questions.
BCC:

Ready

# Email Template Rec ID EMAILTMPLTS0000

Selecting an office in the Office Variant Info section automatically enters the variant
template name.

r 3\
L ICN Email Variant a

: Record: 1 of 1

Email Template: Remittance Advice (no office selected)

Email Template — Variant | .

Template Type Open in Email App Subject Exclude Signature Merge Fields

Remittance Advice #<<{!DisbursementID}>> from <<{!DisbursementOfficeName}>> DisbursementOfficeName
DisbursementOfficeEmail

DisbursementOfficeEmailDomain

Email Header Bcsef Y] [ HTML Body | Text Body = ADI - HTML Body | ADI - Text Body | HTML Body CODE | ADI - Body CODE . DisbursementlD |

. B Ml HHE ekl DisbursementAmount
fiom: 2] PaymentMethod
S A~ B~ Default Font 4 - = BankAccountLastFour
- DeliveryNotes
Reply-To: DeliveryNotesHTML
LJ = @ X ContactNameSalutation

ContactNameFirst
ContactNamelast

To: End-User Message ContactNameFullIFL
Salutation

<<{Salutation}>> TeamMemberhameFirst

TeamMemberNameMiddleInitial

Please be advised that <<{!PaymentMethod}>> for <<{IDisbursementAmount}>><< TeamMemberNamelast
cc: {!DeliveryNotes}>> TeamMemberNameFullFL
TeamMemberInitials

TeamMemberTitle
TeamMemberPhaneDirect
TeamMemberPhoneMabile
TeamMemberPhaneOffice
TeamMemberPhaneOfficeExt
TeamMemberPhonePrimary
N TeamMemberPhonePrimaryType
Office Variant Info TeamMemberFax
TeamMemberEmail
OfficeName

OfficeAbbr

OfficeAddrTitle

Parent Template > OfficeAddrStreet
FfirabddsCih

Do not hesitate to reach out with any questions.
BCC:

Office
Remittance Advice

Ready

# Email Template Rec ID EMAILTMPLTS0045

You can then edit the template as necessary. When a user within the specified office
generates an email, that email will use the office variant template for the related record.
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